ECF Manual Section 3.0
How to File a Motion

Motions

This lesson explains how to docket a motion. The example illustrated is a Motion for Relief from
Stay with an Attached Proposed Order.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu. (See
Figure 1.)

EECF Bankruptey ¢ Adversary « Query + Reports + Utiities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

2 Click the Motions/Applications hypertext link.

EECF Bankruptcy  »  Adversary + Query + Reports « Utiities « Logout
[Bankruptcy Events

AnswerResponse.. Trustee/TS Trustee
Appeal Trustee's 341 Filines
Batch Filings

Claim Actions File Clasms

Court Events Creditor Mamntenance .
Totions/Apphcations TudeeTrustee/341 Assien
Multi-Case Docketing

Notices

Open BE Case

Open Involuntary Case

Orders/Opirions. .

COther

Plan

Figure 2
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STEP 3 The CASE NUMBER screen will then display. (See Figure 3.)
2 Enter the case number, including the hyphen and click [Next.].
EECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?
File a Motion
Case Number
[o-toizz 00.12345, 1906k 12345 or 1-95-0k 12345
Figure 3
NOTE: If the system prompts that you have entered an invalid case number, click
the browser [Back] button to try again. You may use the browser [Back]
button at any time during this process to verify former screens until the final
submission.
You may cancel an event in process at any time (abort) by clicking on
another menu option from the Main Menu Bar across the top of the screen.
STEP 4

The MOTIONS/APPLICATIONS SELECTION screen displays next. (See
Figure 4.)

Bankruptcy . Adversary o Query -«

Reports Utilities  » Logout
File a Motion

02-12345 Mark Silver and Joe Sroith

Reinstate Case A
Reinstate Document
Reliet from Go-Debtor Stat

Felietfrom Stay and Adequate Protection
Remand

Remove

Reopen Case ¥

L 2 Click to highlight Relief from Stay.

2 Click [Next].
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STEP 5 The CASE VERIFICATION screen displays. (See Figure 5.)

)
EECF Bankruptcy +  Adversary + Query « Reports o Utlities « Logout ?

File a Motion:
00-10122 Dele & Deaniels

Figure 5

2 The case number and debtor name display for verification.
Remember the case title is a hyperlink to the docket sheet.

2 Click [Next].
4 Party filer processing is next.

NOTE: When an attorney or trustee files a document electronically, they will only
have to add the party they are representing. The system knows by the
attorney login that they will be representing the filer and that information is
recorded in the background and displayed on the docket sheet.

STEP 6 The PARTY SELECTION is presented to choose the party filing this
motion. (See Figure 6.)

File a Motion:
00-10122 Dale A Danicle

Select the Party:

Dale A Daniels [Debtor] Ta] AddfCreate Mew Party
Julian Mayfair [Trustee]
Zane Waoodring [U.S. Trustee]

Figure 6

4 Since the party name (Chrysler Credit Corporation) does not display
in the Party Selection box, they need to be added to this case.

4 Click the Add/Create New Party hyperlink.
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STEP 7

STEP 8

NOTE:

The PARTY SEARCH screen displays. (See Figure 7.)

Search for a party

SSN Twld[
Last/Business name |Cheysler]

Search |M

Figure 7

Click in the Last/Business name box and enter the last name or

business name of the party. A minimum of two characters is required
here.

Click [Search] to locate any records beginning with “Chrysler.”

The system will then display a list of all parties whose names match
the character string you entered. However, no matches were made
for Chrysler. (See Figure 8a.)

= 2
UECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

Search for a party
SSN I TaxId
Last/Business name I
Search | Clear

Party search results

No person found.

Create new party |

Figure 8a

Your name search may find more than one record having the same
name you entered as shown in Figure 8b. Clicking on each of the

names will display a window showing the party’s address information
for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button
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STEP 9

NOTE:

to add a new person record with this address.

o
EE F Bankruptcy e Adversary - Query - Reports -« Utilities - Logout o

Search for a party
SSN | TaxId |
Last/Business name I 7 Netscape I [=] 4]
5 h cl American Express
_Ieam _IEE‘r 3091 Sizemwore Rd.
Dallas, TX 78555
County: Jefferson
[Party search results

American Express,
Arerican Express,

[

Select name from list | Create new party

Figure 8b

Click the [Create new party] button.

Fields for the PARTY INFORMATION screen are presented for

entry. Notice the search clue you entered has been saved. (See
Figure 9.)

[Party Information
Last name [Chrysler Firstname |
Middle name | Generaton | | Tide [
SSH | 232-11-1234 TaxID |
Office | Address 1 |
Address 2 | Address3 |
iy [ State | zp [
County [Peachtree = Cowntry [
Phone [ Fax [
E-mail |
ProSe [no =] Role
Party text |
Submit | Cancel | Clear |
Figure 9

Complete all appropriate name fields. The entire business name
should be entered in the Last Name field.

Address information should be blank or in c/o of the attorney unless
the party is pro se. Noticing for parties will be done through their
attorney so the noticing program will retrieve the attorney’s address
which is already in the attorney roll.

Since this party is represented by an attorney, do not change the Pro
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STEP 10

Se default value of No.

Click the Role pick list arrow ¥ and highlight Creditor (cr:cr).
Click [Submit].

The PARTY SELECTION screen displays again. The new party to

the case, Chrysler Credit Corporation, can now be selected as the
party filer. (See Figure 10.)

=
Bankruptcy + Adwversary + Query + Reports -« Utilities + Logout ?

File a Motion:
00-10122 Dale £ Daniels

Select the Party:

Add/Create Mew Party

Julian Mayfair [Trustee]
Zane Woodring [U.5. Trustes]

Figure 10

Click [Next] to continue.

STEP 11

NOTE:

The ATTORNEY/PARTY ASSOCIATION screen presents a check
box to create the link between the creditor and their attorney. (See
Figure 16.) Check this box and click [Next].

= =)
UECF Bankruptcy +  Adversary s Query + Reports « Utilities + Logout o_

File a Motion:
00-10122 Dale A Daniels

The following attorney/party associations do not exist for this case
Please check which associations should be created for this case:

I™ Chrysler, (crier) represented by Hansen, Hardy Jr. (atyd

Figure 11

Both court staff and attorneys users MUST check this box in order to
create the attorney record and have the attorney added to the case.
If this box is not checked, the attorney filer will appear in docket text,
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but, the attorney will NOT be listed on the party pick list for this case
nor display in Query, nor receive any notices for this case.

STEP 12 The next process is associating the imaged document to this entry
on the PDF DOCUMENT screen. (See Figure 12a.)

L 2 The current date will be displayed in the Date Document Filed box.
. If the file date of the document is different than the current
date, backdate to the earlier file date in mm/dd/yyyy or
mm/dd/yy format.
L 2 Click [Browse], then navigate to the directory where the appropriate

PDF file is located and select it with your mouse.

(See Figure 12a.)

EEC F Bankruptcy . Adversary

File a Motion:
02-12345 Mark Siarvilvwk and Joe Smoetmite

Select the pdf document (for example: CA199cv501-21 pdf)
Filename

I | [(Browse

Attachments to Docunent: & Mo O Yes

Figure 12a

Query

Reports . Utilities . Logout 6

. To make certain you are about to associate the correct PDF file for this
entry, right click on the filename with your mouse and select Open. (See

Figure 12b.)

Look jn: |a FDF Files

=

File Upload

FIERC_341hke. pe
"] CertSve. POF
@Claimform.pdf
'Ecomplaint.pdf

"] CREDDISK POF

EHearingNtc.PDF
@Inventory of Property. pdf
ﬁlnvoluntarv Petition, pdf
Tl jmintmotion.POF

'ECOW of Application ta Employ . pdf IEList of all

'@Martin.pdf

"] Daniels_Dale_YPCh?.pdf ‘Fakion Mul
IEDeclaration.|:|ch '@Motion ko &
@Document.PDF @Motion o
M| Exchibit & - Yal Petition. pdF TMation ta T
M| Exchibit. pf TMation ta T
Kl L1

File name: IMDtion bulti Part, pdf

Files of type: |AII Filez [*7]

2] x|
= B o BE-
@Motion.PE
@MDtionZ.p
EMotionS.;
'@Motiom.;
select Hians.p
kice of
Open kice., pd
Print Liceolt
Scan for wiruses, ., (~ABNg
jection
Make &vailable DFFline jection
Open With 3
Quick View Plus _'I
Cuick Prink Ch I
30 WinZip 4
cel
Send To L4 %

Figure 12b

. This will launch the Adobe Acrobat Reader to display the
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contents of the imaged document. Verify that the document
is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
(See Figure 12c.)

Laok in: | =3 PDF Files x| = = ER-

EBNC_S‘HNtc.de EHearingNtc.PDF @Motion.P[
'@CertSVC.PDF '@Inventory of Property.pdf '@Motionz.p
IEclaimform.de '@Involuntary Petition, pdf '@Motion&p
I@complaint.pdf I@jointmotion.PDF '@Motion‘}.p
ECDDY of Application ta Employ ., pdf @List of all Creditors, pdf EMotionS.p
"] CREDDISK, POF TlMartin. pdF TlMotics of
Tl Danicls_Dale_YPCh7. pdf ‘Mation Multi Park, pdF Tlmotice.pd
@Declaration.pdf @Motion to Awoid Lign.pdf @Noticeh‘olt
Tl Document POF TMoation to Dismiss 00_10006.pdf TE|MTCABN.F
| Exhibit & - ol Petition. pdf TlMoation ta Dismiss 00_10029.pdf  TE]Cbjectian
T Exhibit. pdF TlMoation to Dismiss 00_10054.pdf TR Chjectian
K3 L | i
File name: IMotion bulti Part. pdf j Open I

i Files of bpe: | &l Files <] = ﬂl

%
Figure 12c
2 Additional documentation such as a proposed order, an affidavit or

exhibit may be attached to each motion or application. To illustrate
this feature, click the Yes radio button at the right of the
Attachments to Document prompt to attach additional documents
to the motion. This exercise will show the process of an attached
affidavit.

NOTE: Please note that the PDF file for the motions are not
attachments. An attachment is another supporting
document, such as affidavits or exhibits.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by a
separate hyperlink within the docket text. (See Figure 20.)

2 Click [Next].

STEP 13 Since you clicked the yes radio button, the ATTACHMENT screen
displays. (See Figure 13a.)
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*

NOTE:

EE F Bankruptcy +» Adversary + Query +« Reports -« Utilities - Logout

File a Motion:
00-10122 Dale & Waniels

Select one or more attachments.

1) Enter the pdf document that contains attachment (for example: Clappendixz pdf).

Filename

IO: YECF_StudentsyPDF Files\Affidavic Browse... |

2) Select a document type and/or enter a description.
Type Description

[ Affidavit | Jof Household Finance

33 Add the filename to the st box below. If you have more attachments, go back to Step 1. When the list of filenames 15
complete, click on the Mext button.

| Add to List
Remove from List
[ |

hlavt |

Figure 13a
There are three steps to the attachment process:

(2) Click [Browse], then navigate to the drive and directory

where the appropriate PDF file for the affidavit is located and

select it with your mouse.

. To make certain you are about to associate the
correct PDF file for this entry, right click on the

filename with your mouse and select Open. This will

launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe Acrobat by clicking on
the control box in the upper right hand corner of the

window.

(2) Select the Proposed Order as the attachment type from the

drop down list.

You may enter a description in the Description Box. This
space is used to further describe the attachment. For
instance if you were using an attached exhibit, you would

enter “A “ to signify this is Exhibit A. This description appears

in docket text.

The system requires and entry of either the Type, the
Description box, or both.

(3) You must click [Add to List]. The path and file name are

added to the List box. (See Figure 13b.) It is possible to add
multiple attachments at this time by repeating steps 1 through

3 on this screen.
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= C 2
UE F Bankruptcy =  Adversary + Query +« Reports -« Utilities « Logout o_

File a Motion:
00-10122 Dale 4. Waniels

Select one or more attachments.

1) Enter the pdf decument that contains attachment (for example: Clappendiz pdf)

Filename
I Browse...

2) Select a document type andfor enter a description

Type Description
=) Add the filename te the list box belew. If you have more attachments, go back te Step 1. When the list of filenames is
coraplete, click on the ext button.

ONECF_Students\POF Files\Affidavit pdf = | Add ta List
Rernove from List
= %

blawt |

Figure 13b

Note: You may continue to add attachments. For example, a Motion for Relief from
Stay may have a Proposed Order, Exhibits including the loan agreements or
property descriptions.

*

STEP 14

*

Once you have completed your attachments, click [Next] to continue.

The ENTER PROPERTY screen appears. Enter information which is
specific to the property you are seeking to lift the stay on. For
example, if it is a home, enter the address, a car, enter the year,
make, model, and only if necessary, a VIN number. (See Figure 14.)

Bankruptcy . Adversary

Query o Reports Utilities Logout

File a Motion:
02-12345 Mark Silver and Joe Smith

ater Propertyld Chrysler LeBaron VIN

Figure 14.

Click [Next] to continue.



ECF Manual

Section 3.0
How to File a Motion

STEP 15

*

STEP 16

STEP 17

The OBJECTION DUE DATE screen will appear. (See Figure 15.)

Bankruptcy 0 Adversary ¢+ Query « Reports  + Utilities ~ » Logout ‘?

File a Motion:
02-12345 Mark Silver and Joe Smith

Objection due date: 5/25/2005

Figure 15

Click [Next] to continue.

The FEE screen appears for the entry of filing fee information. (See
Figure 16.)

= )
(5] Bankruptcy g Adversary ¢+ Query =« Reports  + Utilities ~ + Logout ?

File a Motion:
02-12345 Mark Silver and Joe Smith

Fee: $150

Figure 16

The fee amount displays as a default and should not be changed.
Click [Next] to continue.

The TEXT EDITING screen displays. (See Figure 17.)

EEC F Bankruptcy . Adversary . Query o Reports . Utilities ~ « Logout 6_',\
=’

File a Motion:
02-12345 Mark Sitver and Joe Smith

Docket Text: Modify as Appropriate.
* | Motion filed by Creditor Chrysler Credit Corporation for Relief from Stay Re: 1999 Cluysler

LeBaron VIN ¥ |Fee Amount $150, Objections
due by 52572005, (efgaty, )

Figure 17

Use the pull-down boxes before and after the motion text to indicate
whether this is an amended motion and/or whether it is being filed
with a certificate of service.

If necessary, use the text box in the center to further describe the
property.
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STEP 18 FINAL TEXT EDITING screen displays. (See Figure 18.)

This is the last opportunity to make any changes to this event.

EE F Bankruptcy . Adversary . Query = Reports . utilities - Logout ?»

File a Motion:
02-12345 Mark Silver and Joe Smith

Docket Text: Final Text

Motion filed by Creditor Chrysler Credit Corporation for Relief from Stay Re: 1999 Chrysler LeBaron
VIN Fee Amount $150, Objections due by 5/25/2005. (efgaty, }

Attention!! Subnitting this screen commits this ransaction. You will have no farther opportunity to modify this
subinission if you contimue.

Figure 18

2 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

2 If the docket text is incorrect, click the browser [Back] button at the
top of the screen one or more times to find the error.

2 If the docket text is correct, click on the [Next] button to continue.

STEP 19 After a series of security pop-up boxes, to which you click yes, the
SUMMARY OF CHARGES pop-up box displays. (See Figure 19.)

=]

msc,volp fat

2005-04-01 WVoluntary Petition (Chapter 7)) Attorney)(05-40098)

14:28:51 [trasc, wolpTat] { 209.000 $20800
2005-04-20 Iotion for Eelief From Stay(03-1003%) £ 150.00
0%:18:54 [totion,milfety] { 150.00% )
2005-04-20 Idotion for Eelief From Stay(05-10595) $ 150.00
05:21.28 [motion,melfety] ¢ 150 007 )
2005-05-12 Ifotion for Eelief From Stay(02-12345) $ 150,00
15:03:24 [motion,mtlfety] ( 150.00) :
Total:
$1282.00

[ Caontinue Filing

Figure 19

2 Click the [Pay Now] button.
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STEP 20

L 4

L 4

*

STEP 21

Clicking the Pay Now button contacts the U.S. Treasury’s Pay.gov
system and calls the PAYMENT INFORMATION box to appear.

(See Figure 20.)

a Pay.Gov - Enter Payment Information - Microsoft Internet Explorer

[Enter Payment Information

Card Type

Payment Amount

Cardholder Name:
Billing Address:

Billing Address 2:
City:
State/Province:
7IP/Postal Gode:

Country:

Gard Number;

Expiration Date:

United States V

Lk

| * Reset

-v=/: %

|

A card authorization must be received before midnight Eastern Time if
payment is to ocour as early as the next day. If the U.S. Treasury
Department's designated depositary is closed on a scheduled payment
date {including weekends and some holidays), the payment will occur
the next day the depositary is open.

" Plastic Card Payment

Steps

1. Select Payment Type

2. Enter Payment
Information

3. Authorize Payment /
Payment Sumrmary

4. Payment Confirmation

Figure 20

Enter your/your firm’s credit card information.

Enter the payment amount $150.00.

Click [Continuel].

The PAYMENT SUMMARY AND AUTHORIZATION screen
displays. (See Figure 21.)
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& | Pay.Gov - Payment Summary and Authorization - Microsoft Internet Explorer

[Payment summary and Authorization |
Cardholder Name: USEC Plastic Card Payment
Billing Address: 10 Causeway St. Steps
Billing Address 2:
City: Boston 1. Select Payment Type
State/Province: Ma 2, Enter Payment
ZIP/Postal Code: 02222 Information
Country: USa 3. Authorize Payment /
card Type: visa Payment Summary
Card Number: ¥**# %% sssanyqqq 4, Payment Confirmation
Expiration Date: 1 / 2008
Payment Amount: £1,282.00
Current Date and Time: 05/12/2005 15:15 EDT
Authorization®
1 authorize a charge to my card account for the above amount in
accordance with my card issuer agreement,
Confirmation Receipt Request
To have a confirmation email sent to you upon completion of this
transaction, provide an email address and confirmation below,
Email Address: | Judih_Crossen@mab uscouts gov
Re-enter Email Address to | ydith_Crossen@rmab uscounts.gov
Confirm:
Ivake Payment
Press the "Make Payment" button only once. Pressing this button maore
than once could result in multiple transactions. P
Figure 21
.. . , .
4 Check the box authorizing the charge to your/your firm’s credit card.

Enter your email address twice so that a receipt for this transaction
may be sent to you.

2 Verify all of the information you have entered. Edit if necessary.

L 2 Click once on Make a Payment.
Note: Should you become impatient and click [Make Payment} more than one
time, you will be charged twice. Should this happen, contact the
financial administrator for the court at 617-565-6993. Do not contact
your credit card company and dispute the charges. Work with the court
to reimburse your card.
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STEP 22. The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 22))

Bankruptcy Adversary + Query -+ Reports + Utilities + Logout

| ZE

File a Motion:
00-10122 Dale & Waniels

Motice of Electronic Filing

The followmng transaction was recewved from Paul I Peterson entered on &/28/2002 at 11:27 AW CDT and filed on 6/28/2002
CDT

Case Name: Dale & “Waniels

Case Number: 1:00-kk-10122

Document Number: 42

Docket Text:
Motion for Aderuate Protection, Motion for Relief from Stay. Receipt Number cc, Fee Amount §75, Filed by Creditor
Heusehold Finance. (Attachments: #(1) Affidavit of Household Fimance) (TEW)

The following document(s) are associated with this transaction:

Document deseription: Main Document

Ornigimal fillename: O ECF_Students\PDF Files\Wotion Mul Part pdl

Electronic document Stamp:

[STAMP bkecfStamp ID=%82411093 [Date=6/28/2002] [FileMumber=£471-0] [b
1151eaTbd6d909e4 884 305 966 5ceflZ0a84f8cc7 1 ShELET IO 4 24f286 9320846
206706621 58526 76402137945 366627368950 9d 108 0dac29]]

Document description: &ffidawit of Household Finance

Original filename: O}ECF_Students\PDF Files\Affidavit pdf

Electronic document Stamp:

[STAMP bkecfStamp_TD=988411093 [Date=6/25/2002] [FileMumber=6471-1] [2
Sabd3fbhTa26a8da2909 7 ed Tefl 09E1 5886004 15bbiE2550asc 3afal 3e 1ibcea535E
b0dBefadd7c971332M0cddec2ea2 964 ch e 5e0E794E73d8592ecal%0])

1:00-bk-10122 Notice will be electronically mailed to:
Paul I. Peterson  pauljif@atty net,

Bruce Wiliame  bwillams(@atty. net,

1:00-bk-10122 Notice will not be electronically mailed to:
Bamona Haynes

Haynes & Bailey

3421 E 54th Street

Pennsylvania, P4 03001

Jarmes Wilson

3650 Western Ave.
Chicazo JL 4521

Figure 22

* Clicking on the case number hyperlink on the Notice of Electronic
filing will present the docket report for this case.

L 2 Clicking on the document number hyperlink will present the PDF
image of the application just filed.

2 Scroll down to see participants who have or have not registered for
electronic noticing on this case.

2 To print a copy of this notice click the browser [Print] icon. You may
also save the notice through the browser File/Save option.
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Notice of Electronic Filing:

Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?
Docket text

. Annotated text in italics

. Text produced from docket event

. Attachment type, description and attachment number which is
a hyperlink to the PDF file of the attached document if there is
one.

Associated (PDF) documents:

Document description: Defaults to Main Document being
docketed.
Original filename: Filer's full directory path from firm or

court’s hard drive or network.

Electronic document stamp: Unique identifying name of the
document being filed for security
purposes. Key file of the court used for
encryption

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address with
the court will be listed here with their current e-mail address, not their
street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.



